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How do | initiate a new case in eFS?
1. Click the New Case button.

2. Enter the details for the New Case which
includes:

e Select Location carefully as choosing
the wrong one will cause your filing to
be rejected

e Select a Category

o Case Type: Choose one that best
describes the type of case you're filing.

e Select the Filing Attorney from the
drop-down.

o Select the Payment Account type to
cover fees associated to this filing.

3. Click the Parties box on the bottom right
side of the screen to continue to next
screen. If the party type you expect to see
isn’t listed, ensure you've selected the right
case type.

4. Select the Party Type you represent or
click Add Party and follow steps to enter
the required information. If the party type
you expect to see isn't listed, ensure you've
selected the right case type.

5. Enterall required fields which includes:
e  First Name
e LastName

The address, city and state are not re-
quired, but we recommend entering this
information.

If you're a frequent filer, use your Filer ID to
autofill your party info. Not sure of what it is?
Call your local court. eFS Filer IDs and MNCIS
Person Numbers are the same.

O

6. Click Filings to continue.

Filing a New Case in eFS
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Quick Reference Guide

Filing a New Case in eFS

Case Number

@Case Information

Enter the Detail

for the New Case

Required fields are bold and have an asterisk {*).

Select Location®

Select Category™®
Civil

Select Case Type®

Dakota, Hastings - CivikFamily/Probate/Adoption -

Civil Other/Misc.

Party Type Name

Petitioner

Attorney

ADD PARTY

First Name™* Middle

Country
United States of America
Address Line 1

Address Line 2

State Zip Code

-
Petitioner +] rperson [ Business

"Address must be 50 Characters or less.”

Attorney

Last Name* Suffix

Filer ID
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How do enter the Filings Details?

1. Select Filing Code from the drop-down
box to select the document you are filing.

2. Type a brief description of the document
in Filing Description.

3. Add a Reference Number for your inter-
nal records.

4. The eFile box will be checked.

5. Select the correct Optional Services fee
on the left.

6. Click add to add fee to other side under
the Selected Optional Services column.
Repeat steps 2 and 3 for each optional
service.

7. Add the document:

e Click on Click to Browse. Windows
Explorer will open.

e Select a document from your files,
then click Open to attach it.

8. Click the Security drop down box and
select the appropriate security level.

Optional:

o Filing Comments - filing
instructions for the courts. Does not
show in court record.

o Courtesy Copies - enter email
addresses for electronic copies of
filing.

PDF Format, preferably searchable. Please see
the Creating a Searchable PDF Document Quick
Reference Guide.

i Be sure that all attached documents are in a

Filing a New Case in eFS
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Filing a New Case in eFS

Enter Filing Details

o
Select Filing Code*
|
Filing Description® 9
Reference Number* e

Optional Services 9 6 Selected Optional Services
Civil Filing Fee (5322, Certfied Copy (1x $16.00)

Exemplified Copy ($16.00)
Jury Fee (5102.00)
Plain Copy ($10.00)

Add —

— Remove

Documents H
Document*® i [y

o |
Documents

Document® . Fake Document.pdf (%]
7.1 kb
Security*

| Public - u

Filing Comments

Courtesy Copies
"Courtesy Copies will not be sent on Service Only filings”
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How do | select the payment information?

1. Click the Payment Account drop-down
menu to select payment information.

2. Click the Party Responsible for Fees
drop-down menu to select party
information.

3. Click Service.

How do | pick who will receive notifications and service
on this case?

1. Click on the Party’s Name that you would
like to add a Service Contact.

2. Click Add From Master List.

3. Click the name of contact in the
Firm Service Contacts box.

4. Click Add to move name to the Case
Service Contacts Box.

5. Click save and the Service Contact will
appear under the chosen party.

6. Click Summary to continue.

To add a new Service Contact see the
The eService in eFS Quick Reference Guide.

7

Can I file more than one document into a case at a time?

1. Click Add Another Filing.

2. Repeat the steps you completed to add the
first filing.

Filing a New Case in eFS
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Filing a New Case in eFS

& Payment
Payment Account*

| Credit Card (SCAQ Testingo

Party Responsible for Fees*

Sam Mateffy o

| =] Select All Service Conto

4 |/ Plaintiff: Johnathan Dohn
|v| EFS Support Agent (publicefstesting@gmail.com)

> || Defendant: Mary Maria

Other Service Contacts

Add From Master List o

EJE|x]

Add Service Contact frol

Firm Service Col
Name

cailin alge@courts state. mn us D

T |
marg @courts state. mn D
us

Cailin Alge EFS Support Agent

Belle Bowlin

EFS Support C Supervisor

Case Service Contacts

Email

publicefstesting@gmail com E

Cen)

Yep. When you’ve finished entering the information on the first

filing you can add another one in the same way.

Case 27-FA-15-3201  In re the Marriage of HRM Henry VIIl Tudor...

@ Parties @Filings @ Summary

Hennepin Family

- Dissolution without Child

Enter Filing D

Add Another Filing

Select Filing Code*
Medical Report

Filing Description®
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What if | need to make a change on a filing before |
submit it?

How Do | change information on my filing?

1. Click Edit in any section you want to
change.

2. Edit your filing.

How do | submit my filing?

1. Click Submit.

2. Read the Submission Agreement , then
check the box and click | Agree.

3. A confirmation window
displays with your Envelope number and
status:

o Click View Receipt to see the detailed
Envelope information

OR
e Select OK.

Filing a New Case in eFS
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Filing a New Case in eFS

In the Summary, you can review your filing and change portions, if

needed before you submit it. Once you’ve submitted the filing, you

cannot change it.

Dakota, Apple Valley - Civil Other/Misc

@ case Information @ parties @) Filings @) service Contacts @ summary

Envelope and Filing Summary e B
Case Information Ed @
Location: Dakota, Apple Valley Filing Attorney: Andrea Brown
Case Category: il Payment Account:
‘Case Type: Civil Gther/Mist.
Date Filed:
Parties Ed @
Party Type Name Address Phone Attorry
Plaintiff Tom Johns
Defendant Tammy Johns
o
LA
7]
Eae
Ee
Ene
Ep
parties with no Contacts for eservice Eme

Disclaimer

Submission Agreements

]  IMPORTANT NOTICE OF REDACTION RESPONSIBILITY:

All i

lers must redact full and partial Secial Security or

taxpayer-identification numbers and all except the last

This

with

count numbers (except closed
with Minn. Gen. R. Prac. 11

nt applies to all documents including

i
attachments. I understand that, if I file, I must comply

the redaction rules or face possible sanctions. I

have read this notice.

Disagree
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